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Wraparound Care Policy

1. Introduction
· This childcare provision is an extension of Thomas Russell Junior School therefore operates in line with the school’s ethos and values and high expectations of pupil behaviour. 
· The wraparound care staff members have been appointed for their expertise in childcare and have the necessary qualifications for safeguarding, behaviour management, first aid and food hygiene. 
· There is always a member of the school Senior Leadership Team on duty at school for the duration of Early Birds or Night Owls sessions.

2. Aims
The Thomas Russell Junior School Wrap Around Care (including Early Birds and Night Owls), has the following aims, in line with the school values. We aim to:
· Provide an environment where children are encouraged to be kind to each other, celebrate differences, listen to others and show empathy
· Help all children feel that they belong by fostering a mutual respect for all
· Encourage all children to be brave, have a go, take risks and feel able to make mistakes
· Develop an awareness of integrity: making the right choices, be responsible, fair and truthful
· Help children understand what it means to be part of a community, within and outside of school 
· Teach children to be safe and develop healthy lifestyles
· Foster independence and resilience in all children
· Make learning fun
· Inspire all children to aim for the stars, take one step each day and be the very best you can be

3. Admissions Policy

· Wraparound Care is only available to children of school age who attend Thomas Russell Junior School. 
· Once a pupil leaves our school whether still in primary education or moving onto secondary education this childcare service will no longer be available to them. 
· Parents will be required to set up a ParentPay account.
· Bookings are made a term in advance using the online booking system. If circumstances change and a parent requires sessions, we ask that you contact the school directly to book a place subject to availability. The sessions are generally fully-booked so parents are advised to book in advance, unless in the case of an emergency. 


4. Numbers
· We need to ensure the welfare and safety of those attending for safeguarding reasons and cannot exceed staff/pupil ratios.
· Provisions are organised for the maximum number of children in accordance with the risk assessment, having regard to the age and needs of the children and the types of activities, referring to the relevant guidance. 
· If a parent wishes to book a session that is already full, please email the school office and we will keep a waiting list and contact you should a place become available. 
· Spaces for siblings are also subject to a space being available and take no priority over children already on the waiting list. 

5. Specific Individual Needs 
Where a child has a specific need, including a disability, admission will be considered taking the following into account:
· All parties agreeing that the environment is appropriate for the child 
· Liaison will be arranged with relevant professional support networks if applicable. 
· The staffing levels can support the needs of the child. 

6. Positive Behaviour 
· The school Positive Behaviour Policy applies in the same way as during the main school day. In the event of poor behaviour, a child will be given 2 warnings and may be asked to have some reflection time during the session if needed, to calm the situation and help the child regulate.
· If a child has needed reflection time, parents will be informed of this by a member of the school's Senior Leadership Team in the first instance to discuss how we can work together to help the child improve their behaviour. At this stage a warning will be given to the child. Any additional unacceptable behaviour may result in the child being excluded from the club for a period deemed appropriate by the Senior Leadership Team. 
· We reserve the right to refuse a child whose behaviour fails to meet the standards. 
· In certain instances, a risk assessment will be carried out to determine the safety and suitability of the child and other children attending wraparound. 

7. Opening Hours and Fee Structure 
Early Birds: 
•    Is open term-time only with sessions running from 8.00am 
•    Will be closed during the holidays including bank holidays and INSET days 
•    The fee for the full session (8.00-8:45) is £5.00 and is inclusive of breakfast and a cold drink
•   Sessions must be booked in advance via our online service and can only be booked if your account is in credit.



Night Owls: 
•    Is open term-time only with sessions running from 3:30pm to 5.45pm (Monday to Thursday), and 3:30pm to 4:30pm (Friday). 
•    Is closed during the holidays including bank holidays, INSET days and the last day of each term 
•    The fee for each session is £10 (which includes a light snack tea and a drink)
· Sessions must be booked in advance via our online service and can only be booked if your account is in credit (with the exception of Childcare Vouchers).

Payments and Refunds 
· Fees are to cover sessions booked in advance online using a ParentPay account. 
· Fees cannot be paid in cash or by cheque at any time. 
· Please contact the school office if you require more information. 
· Please note that the Wraparound staff are not permitted to receive cash or cheque payments.
· Fees are non-refundable for non-attendance such as illness, holidays, ad hoc events, etc. 
· Refunds will be given if the school initiates an activity such as a school trip, sporting event, etc after you have already made a booking with either Early Birds or Night Owls. In this instance a credit will be applied to your account. The school will endeavour to give parents and carers as much notice as possible regarding such activities. 
· If you no longer require the use of Wrap Around Care, a four-week notice period will be required to qualify for a refund of any remaining monies. Refunds will also be considered if your personal circumstances change and you no longer require the service going forward. An appointment can be made to discuss this with the Head Teacher. 
Childcare Vouchers 
· Childcare Vouchers can be used for our Wraparound Care. 
· Please contact our Admin team either by phone on 01283 247505 or email office@thomasrussell-junior.staffs.sch.uk to inform us of your provider so arrangements can be made. 
· Once registered, those parents using Childcare vouchers will receive remittance advice at the end of each half term and the school expects transfer of funds within 7 days of this date. 

8. Arrival and Departure Policy and Procedure 
· We operate a rigorous procedure regarding the security and safety of all children within our care. 
· To ensure the safety of the children it is not possible to make allowances which do not adhere to the policy and procedure outlined in this document. 
Early Birds Arrival
· Children of all ages must be escorted to the school office by an adult or person over 16 years of age, from 8am onwards.
· At the beginning of each Early Birds session there will be a formal register taken. This will subsequently be handed to the admin team who will cross-reference pupils in attendance at that session against the online bookings made. 
· Pupils who have not booked into this session in advance will be billed and further attendance not allowed until the debt has been paid. 
Departure from Early Birds
· Staff will supervise the children until the end of Early Birds, when the children will move onto the school playground or classroom under the supervision of school staff.
Arrival at Night Owls
· Pupils will go to the agreed meeting point in school at 3.30pm where the relevant staff will supervise them.
· Children attending extra-curricular clubs (either run by school or external staff) will be directed to the relevant place for the club and be supervised by the staff responsible and then escorted to Night Owls once the club has finished (usually at 4.15pm-4.30pm).
· Parents/carers must inform the school by no later than 2:30pm if their child will not be attending that day. This is to ensure the safeguarding of your child. 
· At the beginning of each Night Owls session there will be a formal register taken. This will subsequently be handed to the administration team who will cross-reference pupils in attendance at that session against the online bookings made. Pupils who have not booked into a session in advance will be billed and further attendance not allowed until the debt has been paid. 
Non-Arrival for Night Owls
In the event of a child not arriving for Night Owls at 3.30pm, the following procedures will be put into place: 
· The designated member of staff will contact staff from the relevant class, clubs and the school office to ascertain attendance at school that day. 
· The office staff will contact the named parent/carer to ascertain the whereabouts of the child. 
Departure from Night Owls
· All parents/carers must complete a Collection Permission Form which names the people authorised to collect a child, including the password to be used if needed.
· Children must be collected promptly at the end of your booked Night Owls session by either the parent or a person named on your collection permission form. We will not release children to any siblings or children under the age of 16 years. 
· When collecting your child from Night Owls, please come to the school office and your child will then be brought out to you and signed out of the session.
· For ‘first time’ pick up, an authorised person will be required to provide a suitable form of identification as Night Owls staff will not necessarily know who adults are in the first instance. 
· If a person is added to the authorisation list later, they must be introduced to the staff and their name added to the collection permissions form. For the safeguarding of your child the school reserves the right to refuse to release a child to someone who is not on the collection permission form unless we have had verbal permission via a senior member of staff or the school office or in written form.
· In the event that it is not possible for any of the authorised persons to collect a child and someone else is sent, the following procedure must be followed: 
· The SLT staff on duty must be contacted and a full description of the person including their name must be provided. 
· To establish it is the named Parent/Carer the Supervisor will ask you to confirm the previously agreed password. 
· When the person arrives, identification will be checked, and the password will need to be provided and confirmed. 
· The latest pick-up time for Night Owls is 5:45pm. 
Non-Collection of a Child from Night Owls
In the event that a child is not collected from Night Owls by the end of the session, the school will ensure the following:
· Establish if a message has been left by the parent/carer 
· Try to contact the parent/carer. Appropriate messages must be left asking for them to contact the club immediately. 
· Try to contact other contacts on the emergency contact list
· SLT staff must remain near the telephone in order to receive the call after 5:45pm. 
· If the child has not been collected by 6.00pm and no message from parents/carers received, the Head Teacher (or other designated safeguarding leads) will make the decision to contact the Local Authority’s Safeguarding Team (SCAS).
· At no time will a staff member be permitted to take a child off the premises unless instructed to do so by either the Local Authority Child Protection Officer or Head Teacher or a Designated Safeguarding Lead.
Late Collection from Night Owls and Associated Fines 
· The school reserves the right to apply a late-collection charge. If a parent/carer is late picking up after 5:45pm you will incur a £5:00 charge for each 5 mins you are overdue, unless due to a genuine emergency.

9. Food Provision 
· At Early Birds and Night Owls, we provide food for your child unless directed otherwise by the parent in writing. Our Wraparound Care staff are aware of the School Food Standards and have received the required training in Food Hygiene. 
· At Early Birds, the children will have opportunity to have toast, healthy cereal, yoghurt and fruit. Milk, water and juice will be available to drink.
· At Night Owls, the children will have opportunity to have a snack (at about 4.30pm) such as a wrap and fruit. Milk, water or juice will be available to drink.

10. Allergies, Intolerances and other food requirements 
· The team will provide for those children who have food allergies, intolerances or other dietary requirements provided the parents/carers inform us beforehand on the registration form. 
· We are a ‘nut-free’ school site and cannot serve or allow children to bring nuts or products containing nuts into the school. 
· We do not allow children to bring in their own food or drinks (other than their school water bottle). 

11. First Aid and Medical Needs
· At least one member of staff on duty for each session will be qualified in emergency first aid. 
· The priority is to provide an environment where children and adults are protected from the spread of illness and infection. This is achieved in the following ways: 
· We do not provide care for children who are unwell, have a high temperature, or sickness and diarrhoea, or who have an infectious disease. 
· Parents are asked to telephone the main school line on the first day of their child being absent with illness and give the reason. 
· Children with head lice are not ‘excluded’ but parents will be advised to treat the hair.
· Parents are asked not to bring their child to Early Birds/Night Owls if they have been vomiting or had diarrhoea, until at least 48 hours has elapsed since the last attack. 
· Parent will be notified immediately to collect their child if they become unwell whilst at the wraparound care. Every attempt will be made to keep the child calm and comfortable. 
· Early Birds and Night Owls staff follow the school’s First Aid policy which includes the management of medical conditions and intimate care. 
· Early Birds and Night Owls staff are not permitted to possess, store or dispense medication such as Calpol, Junior Aspirin or other such general medications, unless consent is discussed with parents/carers.
· Any medication needed in relation to an Individual Health Care Plan will be kept in the school office and returned to the parent/carer on collection
· Any relevant medical needs for children will be shared with the relevant Night Owls staff so that we all work together to keep our children safe.
Wrap Around Home-School Agreement
· Please see the appendix for the Home-School Agreement and Contact Permissions.
· This document needs to be signed and returned to school before starting at Early Birds/Night Owls
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Appendix: Wrap Around Home-School Agreement and Contact Permission Form
Child’s Name: ______________________________________________ Class: ________________________________
Adults with permission to collect from Night Owls:
Adult Name: ________________________________________________ Relation to child: ______________________
Adult Name: ________________________________________________ Relation to child: ______________________
Adult Name: ________________________________________________ Relation to child: ______________________
Password (if a different adult is to collect): _______________________________________________
We believe that a positive partnership with parents and carers is crucial and promotes our aim to help all children be the very best they can be.
THE SCHOOL - We will endeavour to: 
· provide a safe, stimulating and happy environment 
· provide a range of creative, stimulating and meaningful activities for your child 
· provide a healthy light breakfast/tea and drinks
· inform parents/carers of any concerns which may affect your child’s progress or behaviour 
· ensure equality of opportunity in all activities 
· be open, welcoming, and available to discuss your child’s individual needs 
· contact parents/carers informed if there is a problem with your child’s health, wellbeing or behaviour 
· encourage children to take care of their surroundings and others around them 
· always ensure confidentiality 
· keep parents/carers informed about Wrap Around Care via newsletters, email and website
THE CHILD - I will do my best to: 
· be polite, friendly, kind and helpful to others 
· demonstrate the school’s values 
· respect the feelings and beliefs of others 
· be responsible for all resources and help to keep my school tidy and safe 
· ensure a happy environment for all and HAVE FUN! 
THE PARENTS/CARERS – We will endeavour to: 
· ensure that our child only attends sessions that are booked in advance online 
· ensure that our child is dropped off and/or collected on time by an adult (or sibling if over 16 years of age)
· Inform the school if a different adult is to collect from Night Owls (and use the agreed password)
· contact the school if our child is going to be absent from a session 
· support and demonstrate the school’s values
· support and adhere to the Wraparound Care Policy 
· inform the school of any concerns or problems that might affect our child’s wellbeing or behaviour.
· pay in advance for childcare and ensure that the account is in credit by the end of each term.

This agreement must be signed and returned before starting Early Birds and/or Night Owls.
Parent/Carer Name: _______________________________________________________________	
Signed: ____________________________________________________________________________
Date: _______________________________________________
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